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Objectives

When you complete review of these instructions, you should be 
able to file:

▪ SBRA Chapter 11 Petition 
▪ Amended Chapter 11 Voluntary Petition
▪ Subchapter V – Objection to CH 11 Subchapter V 

Designation
▪ Subchapter V – Pre-Status Conference Report
▪ CH 11 Small Business Subchapter V Plan
▪ Amended CH 11 Small Business Subchapter V Plan
▪ Subchapter V – Extend or Enlarge Small Bus Subchapter V 

– BK Motion
▪ Subchapter V – Consummation of Plan
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Logging into CM/ECF Train
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STEP 1

https://ecf-train.tnmb.uscourts.gov/ 
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STEP 2

Did you know:  In PACER, you can keep track of time spent on a 
particular case by entering the case name next to Client code.
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STEP 3
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Filing a SBRA Chapter 11 Petition
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STEP 1

Select Open BK Case
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STEP 2
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STEP 3

Select Chapter
__________

For the purposes of this 
example, select Chapter 11. 
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STEP 4

Select Deficiencies “y” or “n”
For the purposes of this example, select “y”
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EXAMPLE 
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STEP 5

Select Next
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STEP 6

Enter Debtor’s information as provided on 
petition (Official Form 201)

For purposes of this example, we will enter the 
business name “KIT” for “KIT KATS”.

Use all CAPS when entering debtor information.Select Search
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STEP 7

If search yields name, verify name by highlighting.   
For purposes of this example, highlight KIT KATS, 159 

SUGARCANE LN, ANTIOCH, TN (See next screen)

If search does not yield name, select Create new party
For purposes of this example, we will not be creating a new party.
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EXAMPLE

This box will pop-up after highlighting name.  
Review information.

If the information in pop-up is correct, click 
Select Name from List.  For purposes of this example, select 

Select name from list

Note: If you have a Tax Id/EIN number and it is not listed in pop-up 
box, create new party.  For the purposes of this example, we do not 
have a Tax Id/EIN. 
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STEP 8

Review all information for accuracy
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STEP 9 

Add additional 
information if provided 

on petition.  Select 
Submit if ready to 

move forward.
____________

For purposes of this 
example, we are going 

to add an alias.  

Select Alias.
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TO ADD ALIAS 

Enter applicable 
information.  For purposes 

of this example, enter 
“Remember to Brush” next 
to Last/Business name, and 

change Role to “dba”.
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TO ADD ALIAS 

Double-check entry and 
Select Add aliases, when 
ready to move forward.
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STEP 10 

You’ll return to this 
screen.

Double-check work.

To review alias 
information just 
entered, Select Review.

For purposes of this 
example, select Review.
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REVIEW ALIAS INFORMATION 

Review.  Select Return to Party 
screen if everything is correct.  
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STEP 11 

You’ll return to 
this screen. 

Again, double-
check work.

Select Submit 
when ready to 
move forward.
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STEP 12 

Select Next
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STEP 13 

Select Next

When font is in red, please read.
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STEP 14 

Review screen.  Start with 
Nature of debt for purposes of 
this example.  See next screen.
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STEP 15 

Choose Nature of Debt from 
drop-down:

Business
Consumer

Other
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STEP 16 

Choose Estimated number of 
creditors from drop-down:

1-49
50-99

10-199
200-299

1000-5000
5001-10,000

10,001-25,000
25,001-50,000

50,001-100,000
Over 100,000
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STEP 17

Choose Estimated Assets from 
drop-down:

$0-$50,000
$50,000-$100,000

$100,001-$500,000
$501,000-$1 million

$1,000,001-$10 million
$10,000,001-$50 million

$50,000.001-$100 million
$100,000,001-$500 million

$500,000,001-$1 billion
$1,000,000,001-$10 billion

$10,000,000,001-$50 billion
More than $50 billion
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STEP 18

Choose Estimated Liabilities from 
drop-down:

$0-$50,000
$50,001-$100,000

$100,001-$500,000
$500,001-$1 million

$1,000,001-$10 million
$10,000,001-$50  million
$50,000,001-$100 million

$100,000,001-$500 million
$500,000,001-$1 billion

$1,000,000,001-$10 billion
$10,000,000,001-$50 billion

More than $50 billion
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STEP 19

Select Small business 
from drop-down:

• No, I am not a small 
business debtor

• Yes, and I do not 
choose to proceed 

under Subchapter V

• Yes, and I choose to 
proceed under 
Subchapter V

__________

For purposes of this example, 
select to proceed under 

Subchapter V
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STEP 20 

Choose Type of Debtor
__________

For purposes of this 
example, choose 

Corporation
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STEP 21 

Choose Nature 
of business

__________
For purposes of 

this example, 
choose None of 

the above
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STEP 22

Select Special Categories
__________

Select NAICS code
__________

For the purposes of this example, do not 
select a special category or NAICS code
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STEP 23

Select Chapter 11 Non-individual, if 
applicable

__________

For the purpose of this example, do not select any box
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STEP 24

Review information.  If everything is 
correct, select Next
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STEP 25 

Enter information, 
if known.  

__________

For purposes of this 
example, this 

information is not 
known at the time 

of filing.  For 
purposes of this 
example, leave 

blank.

Select Next



U.S. Bankruptcy Court

Middle District of Tennessee

STEP 26 

Enter information, if known.  For purposes of this example, leave blank.

Select Next
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STEP 27 

Select Deficiencies
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EXAMPLE 
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STEP 28

Attach PDF

Select Next

If you needed to add attachments, select “yes”.  File Size Limitations.  Each transmission to 
ECF shall not exceed 2.5 megabytes total file size.  Filings which exceed 2.5 megabytes shall 
be broken into smaller files and transmitted to ECF in multiple transmissions as attachments 
to the primary filing.  (ECF Procedure 9(d))  --For purposes of this example, do not add attachments.
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EXAMPLE 
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STEP 29 

Select Next
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STEP 30 

Select Next
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STEP 31

Verify docket text

Select Next
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STEP 32

Verify docket text again

Select Next
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STEP 33 

When in LIVE ECF, 
select Pay Now.  

__________
For purposes of this 

example, select 
Continue Filing
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STEP 34 
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Filing an Amended Chapter 11 
Voluntary Petition
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STEP 1   

Select Other / Notices
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STEP 2   

Enter Case 
Number

Select 
Next
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STEP 3   

Select Voluntary Petition (Chapter 11) Amended

Select Next
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STEP 4   

Select the Party or 
Add/Create New Party

Select Next
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STEP 5   

Refer to existing event(s)

Select Next
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EXAMPLE   
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STEP 6   

Select document to which you are referring.

Select Next



U.S. Bankruptcy Court

Middle District of Tennessee

STEP 7   

Attach PDF

Select Next
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EXAMPLE   
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STEP 8   

Enter the reason for the Amendment

Select Next
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STEP 9  

Select “yes” or “no”

Select 
Next
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EXAMPLE   
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STEP 11   

Select the nature of debt:
Business

Consumer
other

Select Next
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EXAMPLE   
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STEP 12 

Select the type of debtor:
Individual

Corporation (includes LLC & LLP)
Partnership

Other

Select Next
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EXAMPLE   
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STEP 13 

Select Nature of Business:
Health Care Business

Single Asset Real Estate
Railroad

Stockbroker
Commodity Broker

Clearing Bank
None of the above
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EXAMPLE   
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STEP 14  

Select one of the options:
➢ No, I am not a Small Business
➢ Yes, and I do not choose to 
proceed under Subchapter V of 

Chapter 11
➢ Yes, and I choose to proceed 

under Subchapter V of Chapter 
11

Select Next
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EXAMPLE   
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STEP 15   

Select Next
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STEP 16   

Verify docket text

Select Next
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STEP 17  

Verify docket text, againSelect Next
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STEP 18   
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Filing a Subchapter V -
Objection to CH 11 Subchapter V Designation
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STEP 1

Select Objection to CH 
11 Subchapter V 

Designation
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STEP 2

Enter Case 
Number 

Select Next
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EXAMPLE 
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STEP 3 

Select Subchapter V – Objection to CH 11 
Subchapter V Designation

Select Next
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STEP 4 

Select the Party or 
Add/Create New 

Party

Select Next
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EXAMPLE 
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STEP 5 

Attach PDF 

Select Next
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EXAMPLE 
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STEP 6 

Enter date certificate of service mailed

Select Next
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STEP 7 

Verify docket text
Select Next
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STEP 8 

Verify docket text again

Select Next
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STEP 9 
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Filing a Subchapter V 
Pre-Status Conference Report
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STEP 1

Under Miscellaneous, 
select Other/ Notices
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STEP 2

Enter Case 
Number

Select Next
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EXAMPLE
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STEP 3 

Highlight Subchapter V – Pre-Status 
Conference Report – Ch 11 Subchapter V

Select Next



U.S. Bankruptcy Court

Middle District of Tennessee

STEP 4 

Select or Add/Create New Party
__________

For purposes of this example, 
select KIT KATS

Select Next
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STEP 5 

Select Next

Refer, if applicable
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STEP 6 

Attach PDF 

Select Next

The Small Business 
Subchapter V Status 
Conference Report is 
located on the court 

website under Forms > 
Local Bankruptcy 

Forms  
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EXAMPLE 
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STEP 7 

Verify docket text

Select Next
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STEP 8 

Verify docket text again

Select Next
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STEP 9 
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Filing a Chapter 11 
Small Business Subchapter V Plan
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STEP 1 

Under Miscellaneous, select 
Plan; Ch 11 Disclosure 

Statement
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STEP 2 

Enter Case Number

Select Next
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EXAMPLE  
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STEP 3 

Highlight Chapter 11 Small Business 
Subchapter V Plan

Select Next
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STEP 4  

Select the Party or 
Add/Create New Party

Select Next
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STEP 5  

Attach PDF 

Select Next
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EXAMPLE  
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STEP 6  

Enter date of Certificate of Service was mailed

Select Next
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STEP 7   

Verify docket text

Select Next
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STEP 8 

Verify docket text again

Select Next
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STEP 9  
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Filing an Amended CH 11
Small Business Subchapter V Plan
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STEP 1 

Under Miscellaneous, Select Plan; 
Ch 11 Disclosure Statement
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STEP 2 

Enter Case Number

Select Next
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EXAMPLE  
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STEP 3  

Highlight Amended Chapter 11 Small Business 
Subchapter V Plan

Select Next
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STEP 4  

Select Party or 
Add/Create New Party

Select Next
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EXAMPLE  
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STEP 5  

Attach PDF 

Select Next
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EXAMPLE  
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STEP 6  

Refer, if applicable

Select Next
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STEP 7  

Enter date 
Certificate of 
Service was 

mailed

Select 
Next
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STEP 8  

Verify docket text

Select Next
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STEP 9 

Verify docket text again

Select Next
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STEP 10  
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Filing a Subchapter V
Extend or Enlarge Small Bus
Subchapter V – BK Motion
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STEP 1

Under Motions, select Other 
Motions/Applications
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STEP 2 

Highlight Subchapter V –
Extend or Enlarge Small Bus 
Subchapter V – BK Motion

Select Next
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STEP 3

Enter Case Number

Select Next
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EXAMPLE 
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STEP 4 

Select the Party or 
Add/Create New 

Party

Select Next
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EXAMPLE 
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STEP 5 

Attach PDF

Select Next
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EXAMPLE 



U.S. Bankruptcy Court

Middle District of Tennessee

STEP 6

Select “yes” or “no”
__________

If “yes”, see Expedited 
Steps 1 – 6

__________

If “no”, see Non-
Expedited Steps 1 - 6 

Select Next



U.S. Bankruptcy Court

Middle District of Tennessee

EXPEDITED STEP 1 

Select “yes”

Select Next
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EXPEDITED STEP 2 

Refer, if applicable

Select Next
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EXPEDITED STEP 3 

Enter date Certificate of Service was mailed

Select Next



U.S. Bankruptcy Court

Middle District of Tennessee

EXPEDITED STEP 4 

Verify docket text

Select Next



U.S. Bankruptcy Court

Middle District of Tennessee

EXPEDITED STEP 5 

Verify docket text again

Select Next
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EXPEDITED STEP 6 
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NON-EXPEDITED STEP 1 
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NON-EXPEDITED STEP 2 

Refer, if applicable

Select Next
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NON-EXPEDITED STEP 3 

Enter date Certificate of Service was mailed

Select Next
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NON-EXPEDITED STEP 4 

Verify docket text

Select Next
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NON-EXPEDITED STEP 5 

Select Next

Verify docket text
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NON-EXPEDITED STEP 6 
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Filing a Subchapter V – Consummation of Plan
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STEP 1  

Select Other/Notices
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STEP 2 

Enter Case Number

Select Next
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EXAMPLE  
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STEP 3  

Select Subchapter V – Consummation of Plan

Select Next
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STEP 4  

Select the 
Party or 
Add/Create 
New Party

Select Next
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STEP 5 

Refer to 
existing 
event(s), if 
applicable

Select 
Next
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STEP 6 

Attach PDF

Select Next
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EXAMPLE  
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STEP 7 

Verify docket text

Select Next
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STEP 8  

Verify docket text, again

Select Next
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STEP 9  
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Any questions regarding the use and filing of this ECF event can be directed to the Intake

Department at 615-736-5584.

The Clerk encourages all ECF Filers and Users to practice the filing of ECF events by signing

up and using the ECF Training System. To sign-up for ECF Train, please contact the Intake

Department.

The Intake Department will provide information on how to locate an ECF event and

commit the ECF event properly. The Clerk staff is unable to provide any legal advice, which

includes, providing information as to what type of document should be filed in a given

scenario.

ECF Filers and Users are highly encouraged to become familiar with the Local Bankruptcy

Rules, ECF Procedures and EESA Procedures before committing any transaction in ECF.
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LEAP Networks
• Connect to wireless network with Windows XP Service Pack 2.
• Right click the “wireless network connection” icon in the system 

tray (bottom left).  Then choose “View Available Wireless 
Networks”.  

• From list choose USBCPublic and click “Connect”.
• Enter network key, “Nashville”, and click “Connect”.  (Nashville is 

case sensitive.)
• It should take several seconds to connect the first time.  After that, 

the laptop should be on the Internet.  In the future, when the 
laptop comes within range of this wireless hotspot, it will connect 
automatically and continue to use encryption code.


